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"I can accept and process data, but | have trouble
generating iton my own."

This cartoon reprinted from Scholarship, a collection of cartoons from The Kappan
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Session I: Introduction To The Macintosh Computer
A. Administrative Tasks
B. The Macintosh Basics® Tour
C. Learned Skiils
¢ Turning on the Computer
¢ Recagnizing the Macintosh Desktop
® Opening & Closing Hard Disk
¢ Creating a New Folder
¢ Mouse Skills
¢ Launching A Program
¢ Creating A Document
¢ Saving A Document
¢ Quitting A Program
¢ Emptying the Trash
¢ Shutting Down the Computer

Session 2: The Apple Menu & Control Panel

A. Review/Practice
l B. Terminology
C. Board Of Education Software Policy
: D. The Apple Menu
l e Finder
¢ Desk Accessaories
- Alarm Clock
I - Calculator
- Chooser
- Control Panel
! - Find File
E. Installing The System
' ¢ |nstaller Disks

« Customize Options T’:‘c‘;":"‘?” s ”

"May I bave the mouse back, please?”

BRING IN TWO PIECES OF STUDENT WORK FROM YOUR STUDENTS' LANGUAGE
ARTS CLASS FOR NEXT SESSION

Session 3: Introduction To The Writing Center™

A. Review/Practice
B. Samples (Hard Copies)

* Reports
¢ Class Lists
¢ Newsletters
* Tloze Exercises B
-
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¢ Templates
* Awards
C. Document Templates
* Report
* Newsletter
¢ Custom
D. Menus (Hard Copy)
¢ File
* Edit
¢ Text
* Picture —
* Reference T

e Window This cartoon reprinted from Sczhcz[a—cs' hip. a collection
* Help of cartoons from The Kappan

E. Creating A New Document— Portfolio Project |l - A Cloze Exercise: Part A
F. Launching The Writing Center™
¢ Open The Writing Center™ folder
¢ Dauble Click on The Writing Center™ icon to launch program
G. The Writing Center Document Window
* The Ruler
¢ Text Location Indicator
¢ Tab Icons
¢ Line Spacing lcons
¢ Text Alignment Icons
H. Page Set-Up
¢ Setting Preferences & Defaults
- Setting Margins
- Selecting Page Borders (Not Paragraph Borders)
- Setting Margins
- Setting Columns
- Tabs
I. Saving A Document
¢ File Menu
¢ Save As Dialog Box
¢ Select Destination Folder
¢ Save to Folder On Hard Disk (1st. Save)
J. Quitting
¢ File Menu
* Quit
K. Shutdown

IN CRSE
OF FMEREGENCY

R4

BRING IN TWO PIECES OF STUDENT WORK FROM YOUR STUDENTS'LANGUAGE ARTS
CLASS FOR NEXT SESSION

B
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Sessicn 4: Creating & Changing Text

A. Review/Practice
B. Opening A Saved Document
¢ Open The Writing Center™ folder
¢ Double Click on your document icon
C. Portfolio Project | —A Language Arts Cloze Exercise: Part B
¢ Heading Text
¢ Body Text
¢ Alignment
e Line Spacing
¢ Changing Fonts, Style & Color
¢ Border
D. Using the Spell Check
E. Using the Thesaurus
F. Save
G. Saving to Floppy Disk
H. Quitting
I. Shutdown

A. Review/Practice
B. Graphics Importation
¢ Open New Document: Portfolio Project I — Make A Story Template (Making
the Visual-Verbal Connection)
¢ Select Choose A Picture from Picture Menu
* Resize
¢ Crop
¢ Border
¢ Rotate
¢ Flip Sideways
C. Save As Make A Story
D. Quit
E. Shut Down

B
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Session 6: Using Text & Graphics In A Layout Design
A. Review/Practice
B. Stages Of Relevancy — How People Read Printed Material
¢ Reading Habits In The Design Of Printed Material
¢ Elements of Layout & Design
C. Psychographic Factors In The Layout & Design of A Newsletter
* Brainstorming Activity (Show sample on overhead & elicit : Would
you pe interested in this? Why? )
- Maximum visual suitability
- Audience appeal
- Life style fectors
- Value of imagery
- Conveyance of information
- Moving to action
D. Creation Of A Newsletter
* Readability (Research & Statistics)
¢ Legibility (Research & Statistics)
E. Open New Document—Portfolic Project lil - Mystery Picture
F. Select four questions from the model and Type them i
5. Select appropriate pictures to accompanythe questions using the layout &
design guidelines
H. Save As To folder on Hard Disk
|. Printing
¢ Select Page Preview from File Menu
¢ Select Print from File Menu
¢ Select Best Grays
¢ Click on Print Button with mouse
J. Quitting
K. Shutdown

BRING IN 4 SHORT PIECES OF STUDENT WRITING FROM YOUR STUDENTS'
SCIENCE CLASS NEXT SESSION

B
-
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Session 7: Review & Guided Project
A. Review/Practice
B. “Create Your Own Newsletter” : Portfolio Project IV—Science Class News
letter
* Participants will create a Science newsletter using their students'

writing and the elements of Layout & Design. Participants will be
provided with a template and step by step instructions for creat
ing their own newsletter from scratch.

Session 8: The Whriting Process, The Writing Center™
& The Horace Greeley Keys To Literacy
Philosophy

A. Practice—Make An Award Participants will be given guided instructions
in order to create a writing award .
B. The Reading/Writing Connection
e Similarities Between Reading & Writing
¢ Implications for Teaching
e Link to Computers
C. The Writing Process
¢ Prewriting [Strategies — Handouts)
- The Bubble Outline
- The Memory Chain
- The Time Line
* Revision (Checklists and Fishbowls)
e Editing {Checklists)
D. The Writing Center ™Checklists
E. Portfolio Project V- Making A Bubble /Jutline
¢ Designing a layout (Custom Teinplate)
* Selecting A Graphic (Graphics Importation)
F. Save As To Hard Disk e S e
G. Print %—'I'z_‘?% RE
H. Quit LRI ITg Fhi
1
®
This cartoon reprinted from The Student Body. a collection of
cartoons from The Kappan
ke
e =
"How many times must I tell you?
Q"—H' It's 'cat’ before "temple’ except afier 'slave’.”
B
A "Keys To Literacy” Project Of The UFT NYCTCC®
Page 10 Cvreiculum Outline

1




Session 9: Administrative Tasks & Claris Works™
l A. Review/Practice
B. Making Class Lists (Data Base Demonstration)
| ' C. Electronic Grading Book (Spreadsheet Demonstration)
D. Seating Plans (Spreadsheet Demonstration)
E. Getting Parents Involved
l ¢ Invitations
¢ Letters ( Mail Merge Demonstration)
§ | Session 10: The One Computer Classroom
A. Review/Practice
B. The One Computer Classroom — Portfolio Project VI — Strategies
i ¢ Advantages
¢ Disadvantages
¢ Strategies
l C. Portfolic Sharing / T’
D. Evaluation
l "[t'sanoteona ﬂoppy disk from tuy teacher —
too bad we don't have a computer.”
' This cartoon reprinted from Scholarship. a
collection of cartoons from Theg Kappan
! G
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. SOETWARE POLICY

Post This Conspicuously ln Your
Glassroom

NEW YORK CITY PUBLIC SCHOOLS

Joseph A. Fernandez, Chancellor

1. Duplication of copyrighted software is prohibited, except for a single archival copy not to be
used simultaneously with the original. Duplication of document is prohibited. The written

perimission of the publisher must be obtained to use the original sofoware and its back-up
simultaneously

2. New York City Public School computers may not be used to illegally duplicate copyrighted
software.

3. Software publishers must be contacted to obtain written permission and procedures for
making back-up and multiple copies, other than a single archival back-up.

4. Alicense from the publisher is required to download or network programs to other
microcomputers.

5.  The use of illegally duplicated software, however abtained, is prohibitec in all New York City
Public School facilities.

B. The Principal of each school or the Director of each office is responsible for establishing
practices to enfarce this policy.

7.  This policy must be posted conspicuously in every computer room , and next to computers that
are available for staff and student use.

8. Violators of this software policy will be subject to disciplinary action.

Class Discussion Quastions:

A. What is a copyright?

B. What other types of materials are copyrighted?
C. Why do you think copyrights exist ?

D. How does a person copyright his/her material?

B
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THE MacintosH® Basics Tour
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TuaniNg THE MlacinTosk O

Back Of Monitor

On/ Off Button For
C > Monitor
On/ Off Rocker

Switch For LC ( Back Of Macintosh LC

|

To Turn The Macintosh LC and the Monitor On:

1. Place your right hand on the back of the Macintosh LC Unit and push the rocker switch
up.

2. Place your right hand on the back of the Monitor and push the On/0ff Button in.

3. Assoon as the computer “"boots up"{computerese for loading the operating system),
you will hear a chime and ses the “Happy Mac icon” which means that the system is
loading. After this the “Welcome To Macintosh” message appears on the screen. The
Desktop will appear right after this message.

B—=-
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Miaemwrosy Basics™ Toum

IvForMmATION SHEET
Macintosh.
Get some practice in using the Mouse — an input device

which is particularly helpful in graphics and desktop publishing (i\ !J'
programs.Read the directions on the screen for instructions. -
Pecord your answers on this sheet. S ﬁ}

Click on Mouge Skills D)

1. The three essential skills in using the mouse are:

2. Define dragging:

3. What do you do when you run out of rcom when using a mouse?

Click on 41.Gstting Around In Macintosh Basics

4. What does it mean if a button is dimmed ?

Click on 2. The Dasktop

5. Pictures on your desktop are called
6. Where do you put your work that you no longer need ?

7. What three things are on your desktop ?

Click On 3.Cresting A Jocument

8. What does the title bar of the window show ?

9. What are application programs ?

10. Define insertion point.

11. In order to save a document on a disk, you must

12. What happens when you type a title after a box is highlighted ?

B
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Macivresy Basies® Tour [(Cont’p) )

Click On 4. Filing Your Work

13.Related documents are stored together in a
14. Which menu allows you to create a new folder?
15. If more than one window is open, how do you knew which is the active window?

16. How do you make an inactive window active 7
17. A fast way to close a window is to

Click On &

18. What is a shortcut to open an icon ?
18. A gray scroll bar means
20. Two ways to mave a scroll bar are
21. To resize a window use

22. A bulging trash icon means
23. How do you retrieve a document from the trash?

B|-n-
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SEession 1: Basic MacintosH
OPERATIONS
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( Turnins THE MacintosH On [REePEAT) )

\

Back Of Monitor

Fligure 1:Turning on the
Macintosh Il LC & the monitor

On/ Off Buston For
C > Monitor
On/ Off Rocker

Switch For LC ‘(' Back Of Macintosh LC

—

To Turn The Macintosh LC and the Monitor On:

1. Place your right hand on The back of the Macintosh LC Unit: and push the rocker switch
up. (FIG.1)

2. Place your right hand on The back of the Monitor and push the On/0ff Button in.(FIG.1)

3. Assoon as the computer "boots up”{computerese for loading the operating system],
you will hear a chime and see the “Happy Mac Icon” which means that the system is
loading. After this the “Welcome To Macintosh” message appears on the screen. The
Desktop will appear right after this message.

THE DEeskrop
The area from which the Macintosh first opens is called the desktop. It is designed to
function as an office desktop (FIG.2). There are folders in which to store documents and other
items, application programs which do such things as drawing and wordprocessing and even

a trash can to get rid of unwanted documents. The desktop is also the place where the Hard
disk is accessed.These items are represented by |cons.

" @ Flie Edit Wew Coler Speciol

L
Muprtoch HD >

Figure 2: The Desktop

@

B
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Tive To GET STARTED )
Icons

Thefirst step is to tell the computer what you want to work with. This involves double clicking

on an jcon and opening a window. Icons (FIG.3) are small pictures which represent objects on
the Macintosh. Some examples are:

@

Trash
( docb:.rt::;t] {The trash can gets rid
& of unwanted items.
<’$ [?isksdca: alsc’:, lze]
. ejected through it.
Tne.Wnt'mg Center™ g 9 (Hard Disk contains
(application program) programs, documents

and folders)

Figure 3: Icons

Winpows

When you open an jcon , the desktop will display a window that shows you what is inside.
If you have double clicked on the Hard Disk icon, a window will show you the Directory or list
of contents (FIG. 4). If you have double clicked on an application program icon, a window will
showwhat is inside (eg.the menu bar, rulers, etc...)(FIG. 5). if you have opened a document icon,

a window will open to the program application the document was created in and also show the
document itself (FIG 6).

<57 Macintosh HO & e FEE
Skems ©1v0hdsk R F:) veilebie
]
Sy!
m-@-zn n..ue
Addug Pageiveker 4.2
oG G
Utibes
=
B Pl
Figure 4: The Macintosh Hard Disk Window
Br—m-
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Figure 5: An Application Window Figure 8: An ApplicationWindow Opened From A
Document Icon

Anaromy OF A Winpow

A Window is simply a way of seeing what is inside of a the Hard Disk ,folder or application
program. There are many parts to a window which makes it unique. These are the parts of a
window (FIG. 7):

A. The Title Bar — The Title Bar appears at the top of the window and shows the name

of the window

B. The Active Lines — These are the horizontal lines at the top of the window which appear
when the window is “active”.

C. The Scroll Bars — These are the vertical and horizontal bars at the right and bottom
of awindow. At either end of these bars are arrows. Clicking on the arrows will scroll
the contents up and down and left and right.

D. TheZoom Box — Clicking one onthe zoom box, which is located in the upper right-hand
corner of a window, will “zoom” the window out so that all of its contents. are visible.
A second Click will “zoom” the window back in.

E. The Size Box — Clicking Once, Holding and Dragging this box, which is located in the
lower right-hand corner of a window, will make the window larger or smaller depending
upon which way you are dragging the box.

F. The Close Bax — Clicking once on this box, which is lacated in the upper left-hand corner
of the window,will close the window.

The way the contents of any window appear depend on the View chosen in the Desktop
menu bar. This will be discussed in the Section entitled The Desktop Menu Bar

B
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A

The ang Center@

The Scroll

]

Figure 7: Anatomy Of a Window

Menu Bagrs

Menu Bars are located across the top of the Desktop (Fig. 8) and each of the application

program (Fig. 9j windows. They contain the commands needed to work on the desktop and in
each of the application program.

@ File Edit Uiew Color Special Fig. 8: The Desktop Menu Bar

(@) File Edit Options Page Type Element Windows

Fig. 9: Th e Menu Bar for Aldus ® Pagemaker — A Desktop Publishing Program

Notice that in both Menu Bars there is an apple (In circle) .This is the Apple Menu. lit appears
both on the desktop menu an in the menu bars of every program because it contains items and
commands which can be used wherever you happen to be working on the computer. This will
be discussed in length in the Section entitled The Apple Menu.

B
&
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THE Mouse

You need to select items and move them on the Desktop. You wili certainly also need to
open and close documents, folders and otheritems on the Macintosh. This is where the mouse
comes in handy. The maouse is an input device which helps in the operation of adding data to
the computer. The keyboard is also an input device but it cannot do all of the functions which
the mouse can easily perform.

Depending upon which function the mouse is performing, it assumes certain appear
ances. If you are using it to select, move, open or close, it will appear as an arrow called the

pointer (FIG. 10. If you are typing in a wordprocessing program, it will appear as a cursor called
the [-Beam (FIG.11).
R I

Fig. 10: The Pointer Fig. 11: The HBeam Cursor

SeLecting AN ITeEm

To perform any work you need to select what you wish to work with or it will not register
with the computer. To select a folder, for example, you roll the mouse around until you reach
the folder you wish to select then click the mouse button once. The folder will become
highlighted — it will change color (FIG 12).

The Wﬁ‘-ﬁr_\g enter®

Fig. 12:Selecting a folder with the pointer

Orenivg AN ITEM

To open an item with the mouse, all you must do is {1) select the item {see above), then
(2) double click on the item (press the mouse button twice in rapid succesion). You will see
the pointer turn into a small watch. This means that the computer is working on opening the
item selected. You will then see very briefly the “zoom rectangles” which literaily show that
the item is opening. The window will appear after this. See FIGS. 13 & 14.

CrLosive AN ITEm

To c.ose an item, click once on the Close Box in the upper right -hand corner of the window.

G-
B~ -
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13ikens - 46.1 VB in disk 28.0 MB avsilable
o Tony's Stulf
: : - e h
. The Wnting Centare
Systen Folder =%

Norton WRikities 2.6

e

——————— The lUrltlng Center® =

Figure 13: Window Zooming Out

T[]

14 items 46.2 MBin disk 28.8 VB aveilable

S 3
N Tony's Stulf
a
Systen Folder
Tes
Notton Wtilities 2.0

! R
g Aldus PegeNaker 4.2
Reginw's Stuff

Teble Editor 1.01

M The wntmg Centere —
8items 46 2MBin disk 28.8 VB avelieble
i
Graphics il e gﬁ) =
Help FilWord Finder™ Thesaurus Dictionsry

The Writing Center™

ChecklisSchool Edition Templst Tempintes

|-
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Figure 14: Opened Window
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Crearing A New FoLper

In order to keep your work organized, you need to create folders to store your work in. Even
though all of the information on the computer is stored in the hard disk, you might not be able
to locate certain document if you do not know where it is.

These are the steps for creating a new folder:

A. Go to File in the Desktop Menu Bar.

B. Select New Folder then let go of the mouse button (FIG. 23).

C. A new folder will appear on the desktop (FIG. 28). If the Hard Disk window is open and

active,then the new folder will appear there. It will be highlighted and entitled “new
folder”.

D. To rerame the folder simply leave it highlighted and type a new name in.

**[JEVER GIVE YOUR FOLDER THE SAME NAME AS A DOCUMENT YOU ARE GOING TO

STORE INIT. **
-8 Edit View Spt ED———-—_ MACINTOSH Hl e00—"————0]2
New Folder &N 18 items 31,139K in disk 8,226K available
Open 3 80 >
e i | C
40
Close W] | oy tem Folder ERETMEERIMNT ATION TC MuMﬁ;]u:s soan folder
Bl Priviteges &P Figure 26: New Empty Folder
Get Info 81
Buptinate HE
Put Buway
Page Setup...
Print Directory... . NewFolder]
Figure 27: Naming A New Folder
Eject BE
Figure 25: New Folder Command
B—rr-
-m
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Savine Your Work

Use the following steps to save your work:

A. Choose SAVE from the File Menu of the application program you are working in. A Dialog
Box will appear. This is the Save Dialog Box [FIG.28]).

B. Type the name you wish to give your work in the space which is highlighted. A cursor
will appear.

C. Look at the top of the Dialog Box. There will be a small bar with an Open Folder lcon and
the name of the folder which is open (FIG. 29]. In the Dialog Box window directly below
this bar will appear the contents of that folder. Be sure this is the folder you wish to save
your work in . If it is not, then click and hold the bar down and go back to the Macintosh
Hard Disk (the icon for this will appear in the bar) and scroll down to see the contents.
Select the folder you want and open it (FIG. 30 ).

D.Click on the Save Button (FIG. 31). Notice that your work name appears in the Title Bar
of the Window (FIG.32).

Eile Edit Format M mEdit Format Hi

New ¥N New %N
Open... %0 open... %0
Close ®w . [_‘,lose I 38[1]
Save ®S saue O
Save fis... Saﬁe fis...

. < The Open Folder Icon
Print Preview... %I Print Preview... %I Bar
Page Layout... &Y Page Layout... %Y
Crop to selection 3 7
s T AR ) Crop to selection (@ Capture Folos vp
Page Setup...  %J| | page Setup... %J D oIt fH € Macintosh HD
Print... ®P h 0 Anet I7 A Window B
Print... ®P W] :’xizpl':.x.mrn WWirpluer
0 Desktow Mernn
Quit ¥0 Quit %0 D Neshiop Mot B
ry Deshion M.
0 Deocuraent kor
Figure 28: File Menu & Save DeskPaint™ File Format: [ save |
(e Il ( cancel )
@® MacPaint® QO TIFF
QO PICT QO TIFF Compressed
QO PICY resource
Figure 28: The Save Dialog Box
B -
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&3 Capture Fotos
&3 District 12 Folder

X

0
o | €3 NyCTCC
o |88 Desktop
0 Upening Folder Zoorn
0 Program Icon (&3 Capture Fotos v |
0y Corre i3 Trogram Menu Bar < Macintosh HD
R T AL UT S Window ™ ™
0 -87e () Application Window
. ™ . 0 Desktop Menu
DeskPaint™ File Format: 0 Desktop Menu Bar
fy Desktop I'ic.
Mg I_U()rq 0 Deocurnent Icor
DeskPaint™ File Format: @
Figure 30: Changing The Open Folder [MH Work ] ( cancel )
O MacPainte O TIFF
@ PICT QO TIFF Compiessed
QO PICT resource

Figure 31: Pressing The Save Button

e plitled- ||

[gli.l e ——— My Work [paint] = =——_  — [JIz|

Figure 32: Title Bar Name Changes From “Untitled 1" To “My Work”

Formatring A FLorpy Disk

In order to prevent losing your work, it is always a good idea to make a “back-up” copy onto
a floppy disk. A floppy disk is essentially a piece of cellulose {much like the material used in
an audio tape) which is treated and encased in a stiff plastic case. The computer puts
information on these disks magnetically. It is not too difficult to damage the media so care must
be taken not to place it near a magnetic source or near liquids.
Before a blank disk can begin to store information, it has to mark off storage areas on
itself. This process is called formatting or initializing a disk.

oB—rr-
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4 A
Formarning A Froppy Disk (Cont'D)
Steps To FORMATTING :
A. Insert disk into the disk drive {always insert the disk metal end first , label side up)
Desxkror WL SHow
+ This disk is unreadable:
= o i Figure 33:The
Do you want to initialize it? Initialize Dialog Box
B. Click once on the ‘lnitialize Button” with the mouse (FIG.33).
Deskror Wi SHow
% This disk is unreadable:
Figure 34: The “Two- Do you want to initialize it?
Sided” Button Dialog
B
x m ﬁ]ne Slded Tum Slded
C. Click once on the ‘Two-Sided” Button with the mouse (FIG.34).
Deskror WiLL SHow
This process will erase all . e
& information on this disk. Figure Zﬁn’;f}f Erase
Br—r-
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Formarning A FrLoppy Disk (Cont'D)

D. Click once on the Erase Button with the mouse (FIG. 35).

Desxkror WiLL SHow

E;Q‘ Please name this disk:

: Button”

E. Using the keyboard, type in a name for your disk then click once m the “0OK Box " with
the mouse {FIG. 36).

Deskror Wi SHow In Succession
{(F16.37)

Eil Formatting Disk...

+
&= Uerifying Format...

Figure 37 : Finishing Formatting

R—m-
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Formarrive A Froppy Disk (Cont'D)

+
= Creating Directory...

F. The Final Result is a formatted named disk. A floppy disk icon (FIG.38) will appear on
the desktop below the Hard Disk icon.

Fig.38: The Floppy Disk Icon

THE TrasH CaAN

The Trash Can is a useful Desktop item. With It you can discard document and folders
you no longer need. You also eject floppy disks from the disk drive through the trash can.

These are the following steps for getting rid of unwanted items:

A. Click once on the item you wish to discard. You will see it become highlighted (FIG. 33).

B. Drag the item onto the trash can icon until you see the trash can icon turn color.You
will see the outline of the item as it is going into the trash can (FIG. 40).

C. Let go of the mouse button.

D. You will see the trash can icon change: it will appear to be bulging (FIG.41).

E. If you double click on the trash can icon and a window will zoom out just as with, a folder
or application program. You can see the contents of the trash can (FIG. 4~).

E. Go To Special in the Desktop Menu Bar (FIG.43).

F. Select Empty Trash then let go of the mouse button (FIG. 44).

G. The trash can icon will return to normal size because it will be empty (FIG. 43).

R~
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THE TrasH Can
Fig. 39: An item to discard Fig. 40: The item going into the trash can
.;\
0
Trash
Fig.41: A full frash can
$r
3
7] I E
Fig. 42: The trash can window !g!
Clean Up Window
Empty Trash...
Eject bisk #E Eject Disk #E
Erase Disk... Erase Disk...
Restart Restart
Shut Down Shut Down
Fig. 43: The Special M enu . Fig. 44: Empty Trash
i
i
Trash
Fig. 45: An empty trash can
B=-
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Snutrtine Down THE MacintosH

Use the following steps when shutting down the Macintosh:
A. Close all windows on the desktop screen ( click on the close box in the upper left-hand
corner of each open window).
B. Choose Special From the Desktop Menu Bar (FIG 48).
C. Click on Shut Down with the mouse (FIG 47). You will see a message which says “You
may now shut down your Macintosh Safely”.
D. Push BOTH the Macintosh LC switch and the monitor switch to the off position (FIG. 48]).

Fig. 486: Special Gl Fig- 47: Shut Down

Ciean lﬁ) Desktop Clean Up Desktop
Empty Trash... Empty Trash...
Eject Disk #E Eject BDisk XE
Erase Disk... Erase Disk...
Restart Restart

shut own shutDown /-

Back Of Monitor

On/ Off Button For
C > Monitor
On/ Off Rocker

Switch For LC ‘ Back Of Macintosh LC

-

Figure 48: To turn off the computer go to the back of the Macintosh & the monitor

|-
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SEession 2: CusTomIZING
THe Deskrop WiTH

THe AppLe MENU

B
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SEession 2:THE MacintosH AppLe MIENU

The Apple Menu appears in every single window on the desktop and in ev ery application.
Here is a description of the functions of the various commands and Desk Accessories in the
Apple Menu.

¢ Located at the top of the desktop — Apple symbol at the beginning of the menu
(FIG. 15)

¢ Place the pointer on the Apple symbol
* Place finger on the mouse button — drag down to the Finder — release button

(FOLLOWING APPEARS)

File Edit View
\‘Hbout the Finder...

Figure 15: The Apple Menu Mﬂ ) #K
Access Privileges

. Alarm Clock
Calculator
Chooser

l Control Panel
Find File

' Key Caps
Scrapbook

l Word Finder®

THE FiNDER

e Specific information about your computer (FIG. 16}
e RAM — Total memory in the computer

1024K =1 M
¥ T fibout the Macintosh® Finder'™ IR
Finder: 617 Larry, Jobn, Steve, and Bruce
System: 607 ©Apple Computer, Ine. 1983-90 Figure 186: About The
Finder

Total Memery : 2 ,048K

K] Finder 1,516K R
K system 7« I

B-n-
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Surircase Il
¢ Adds fonts to the system
ArLarm CLock

¢ Displays the current time on the system
¢ Alerts you to a predetermined time

AT 12:02:21 PM ¢ | AT 1:59:42PM ¢

15 2/16/93 l ®  1:59:00 PM Figure 17: The Alarm
_ Clock
OFl 2| [©
To Ser ALarm
A. Click alarm clock icon (FIG.17)
C. Move button up — alarm clock icon appears to be ringing

D. Set time
E. Click alarm clock close box

F. Alarm will sound once — Apple Menu Icon will flash between Apple
& Alarm Clock

G. Open alarm clock and turn clock off

CALCULATOR
(FIG.18)

* Allows you to do calculations

Figure 18: The Cal culator

I B. pointer becomes crosshair

\_ A "Keys To Literacy” Project Of The UFT /NYCTCC ,
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CHOOSER

¢ Tells the computer which printer will be used (FIG.19)

Ee==———Chasser =——————|

[©

=

ImageWriter Laserwriier

LQ ImageWwr...

User Name:

1 AppleTalk
o PP

O Active
® Inactive

3.6

Figure 19: The Choose

To Secect A Printer TYPE

A.Select Chooser from Apple Menu
B. Click on icon for the type of printer

C. Select printer port {where printer is plugged in — back of

computer)
D. Click Chooser’s close box

ControL PANEL
(FIG 20)

e Selects color of desktop

¢ Sound adjustment
¢ Date

¢ Corellation between mouse & pointer

B
)
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CHancing CoLor oF Deskrop

¢ Select Control Panel from Apple Menu
¢ Select color of choice

* Color ingrid screen dot by dot

¢ Click on none grid screen

CHanGe HisHuGHT CoLor

¢ Select Color Palette or: left side cof Cordrol Panel

e Click on Change Color {FIG.21)

¢ Highlight color dialogue box appears (FIG.22)

¢ |f calor wheel is entirely black, raise scroll box to the top of scroll bar

EJI=———— Control Panel EBFi————

Rate of insertion
Point Blioking
- O ®O0
- Slow Fast
L
Mouse \k

2:17:52 PM

® 12tr. O 24br.

1O CO® | [ZY]
afofrf 1 23 2/16/93

N 5 O On
RAM Cache -
0 @ @® off

E(J=————— Control Panel =
Rate of Insertion
Point Blinking
Desktop Patter O @ O
E -I.l-l.‘.l.l Slow Fast
= I TN 1
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Figure 21: Change
Highlight Color

Control Panel =c————=

Keyboard

[EESE¥IIE  Change Color |

:

3.3

Hue |GOLIN

Saturation |50467

Brightness |65535

Red | 39678

Green | 15069

Blue 65535

EDEDED EDEDED

L‘ Cansel| l 0K ]

15

Figure 22: Th e Color Wheel
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CHaNGE HigHLiGHT CoLor (Cont’D)

¢ Click on color of choice
¢ Cick on the Okay Button
¢ Click on_Hard Drive lcon

Fino FILE

» Choose Find File from the Apple Menu [FIG. 23)

* Type the name of the item you want to locate
* Click the Search Button

El| Find File =r—————
> Macintosh HD
Search for:

13 4 k
B 0
3
5
T}

Figure 23: Find File Dialog Box

Key Caprs

e Standard and optional characters produced when Shift & Option keys on

keyboard are pressed
To SeLect CHARACTERS

e Select Key Cap from Apple Menu
¢ Select Key Cap from the Key Cap Menu

e Select Font
* Press either Shift or QOption key on keyboard

B
&
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ScrArPBOOK

* Storage place for text and images that are used frequently (FIG.24)
¢ Cannot change scrapbook item

To Save To Or Copy From Scrapsook

¢ Select material you want to copy

¢ Choose copy from the Edit Menu

¢ Choose Scrapbaook from the Apple Menu
¢ Choose Paste from the Edit Menu

e Click on Scrapbook close box

[ |=—————— Scraphook

3/1S ALD4, PICT

Figure 24: The Scrapbook

B
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Session 3: IntropucTtion To THe Writine CenTER™
Creariveg A New Document

To create a new document in The Writing Center, you must follow these steps:

A. Launching The Writing Center™

Double click on the Writing Center™ folder to openit. You will see various items including
The Writing Center™ program icon. Double click on the program icon to launch or open the
program. You will soon see The Writing Centzr™ Logo Box and hear a short piece of music.
After this, the Layout Template Box will appear.

Figure 1: The Whitit - Figure 2: the Whiting
Center™ Folder % & Center™ Program Icon
The Writing Center® The Writing Center™

r ' = L2
' The Learning Company,

The
V?riﬁng
Center”

Personalized for:

Copyright ©1991
The Learning Company Y1.01

Figure 3: The Whiting Center ™Logo Box

B. Selecting A Template

In order to create a document such as a newsletter, you need to work with a template (a
pre-made pattern to which you will add text and pictures). To select a layout template, double
click on one of the three choices which appear in the Layout Template Dialog Box. The icon
of the template you chose will become highlighted. If you chose the Report Template or the
Newsletter Template, a second more specific Layout Template Dialog Box will appear. This box
will ask whether or not you wish to have a heading on the template. Click on one of the two
selections to choose. (8._“.

B-n-
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The Writing Center”™ Report Layout |

or Letter

Msport  Newslstter Custom  0P®n Ssved

Cilck on your cheice sbove.

AN

Document
Heading  No Heading

Click on your choice.

Figure 4: The Layout Template Dialog Box

D. The Whriting Center™ Window
After selecting the appropriate template, an untitled document window will appear. Figure
6 (below) shows the window for a Report With Heading Template.

Figure 5: A More Specific Layout
Template Dialog Box For The Report Template

l:...l...12,..1.,413...1...14,,44...|5.,,1,..J6.4.1,..l7...‘1.0‘
[ 4

t T r 1 EITEERS ==

Page 1 - Body Kak

Figure 6: A Writing Center Window For The Report With Heading Template
B-m-
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A "Keys To Literacy” Project Of The UFT/ NYCTCC® )

The Writing Center™ Guide

o~
4,




1 A

Parts OF THe Writing Center™ Winoow

are similar in The Writing Center™ windows. There is:
The Tile Bar — in which the name appears {new documents are always named Untitded
1 until the first Save)
_ The Active Lines — which tells that the window is the one currently being worked in.
The Scroll Bars — which helps to move the page up, down, left and right.
The Zoom Box — which zooms the window in and out to reveal its contents.
The Size Box — which increases or decreases the size of the window.
The Close Box_— which will close the current window but not the program.

' As with every window shown on the Macintosh computer, there are many elements which

However, The Writing Center™ has many functions. It can create and import text, import
pictures and arrange these items in a page layout to create newsletters, flyers and reports .
To perform these functions, the windows in The Writing Center™ must have certain items
which other windows on the desktop or in other programs may not have. These items are (FIG.
7)

The Ruler — (located at the top of the window) The ruler is used to set margins and tabs.

Tab Icons — (located on the ruler) These set tabs or measured spaces.

Text Alignment lcons — (located on ruler) These align text to the right, left, center or to

both sides of a column or page.

Sinale and Double Spacing Icons (located on ruler) These set line spacing to single or double.

The Text Location Indicator (located at the bottom left-hand side of the window next to the

horizontal scroll bar) This icon tells whether text is being typed intc the heading of
a document or in the body of a document.

The Text Alignment lcons

R EX (= I=3) o
~—"~Jhe Single & Uoyble S acing jcons
/ : I
The Tab Icon W 16 5

The Text Locatipn Indicator .

K] ;ul.._, T om

age 1 -Heading | 1Y I-

Figure 7: The Whriting Center *™window
-n"
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PREFERENCES

After you have opened a new document you need to set all the defaults (specific settings
you wish to include in your document such as margin sizes, fonts and tabs). When you purchase
any program, the defaults are set at the factory but you can change these to your own
specifications for each document you create. This is true of The Writing Center™ alsa. An
example of the defaults which are set at the factory is the music you hear when the program
is launched. You can reset the default so that the music does not play.

The: st of these defaults can be set through Preferences, which may be found under the
Edit Menu. When you open a new document in The Writing Center™, the ruler may or may not
be showing depending on the factory default. When you select Preferences, a dialog box will
appear which offers you certain options to select. There is a list of items with a small box next
to each. If there is an "x" in a box next to an item, it mean that this item has been selected. These
are the items which can be selected in the Preferences Dialog Box (FIG 8):

A. Ruler Measurements — This allows you to set the ruler measurement systemin inches,
centimeters, picas (pressman's measure which is equal to 1/6 of an inchj or
points (pressman's measure which is equal to 1/72 of an inch). Paoints will be
discussed in more detail in the section entitled EONTS.

B. Sound — If this default is set, the music which you heard when you launched the
program will play.

l C. Show Ruler — Selecting this default will put a ruler at the top of your document.

D. Show invisibles — When this default is selected, all of the returns and new paragraphs
will appear on your document.

E. Convert Color Pictures To Black & White On Screen — When chaosen, this default will
turn any picture you import into your document into a black and white picture. The
purpose of this is so that you can see what it will lock like when printed on a black
& white printer.

F. Set Default Picture Folder — This default allows you to select the folder of pictures you
wish to use as the primary source of pictures for your documents. Since The
Writing Center™ comes complete with nearly 200 high quaiity graphics, you can
select this folder as your default folder for pictures.

Preferences

Ruler
{3 sound @® Inches i

O Picas

(X show Ruler O Centimeters O Points

] Show lnvisibles

[ Convert Color Pictures to Black & White on Screen

LSet Default Picture Folder... ] “The WBriting Center®”
Click on your choices. Then click on 0K.

Figure é The »Preferénbés bialog Box

B
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4 )
PaGe Setup

Once you have set the Preferences, you have taken the first step in completing your
document. However, before any text or pictures can be added, you must set some very

important page and text defaults. These defaults are set through the Page Setup command in
the File Menu (FIGS 9 &10).

%Edit Teut Pictu RN edit Tent Pictu
N

EN New... 3N
Open... 80 Open... *¥0
Close $W Close 38
Saue 3RS Save S
Save As... Save As...

Import Text... Import Text...

i
i
1
i
i
i
i
i
l Page Setup...
i
i
i
i
i
i
i
i
i

Page Preview... 3E Page Preview... %E
Print... 8P Print... xP

Quit 80 Quit 380

Figure 8: The File Menu Figure 10: The Page Setup Command

When the Page Setup Dialog Box (FIG. 11) appears, you will notice that it contains many
defaults for two specific operations — Page Layout and_Laser Writer Page Setup (Printing].
Printing will be discussed in the section called Printing Your Documents.

The defaults to be set in Page Setup are divided into three categories — Page Layout,
Columns and Margin Settings.

A. Page Layout — Three defaul:s are set within this category: Document Heading, Page
Numbers , Lines Between Columns and Borders (This is accessed through
the Borders Button].

1. Document Heading — This default can be set to add a heading which is
separate from the body of the document. You can use this area to place a
Newsletter Title or Nameplate with a Logo.

2. Page Numbers — This default sets the page numbering for the document
starting with Page 1.

B
B-n-
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3. Lines Between Columns — This default puts lines between the columns in a
document. If you have chosen columns and this option, when you print
out, there will be lines between the columns.
4. Barders — This default allows you to place a border around all sides or some
sides of your document. The lines vary from hairline (very thin) to triple lines.
The style of border can vary from solid (black) to shadow, which gives the
impression of a 3-0D image. The Border default is accessed by pressing the
Barder Button in the Page Lavout Category of the Page Se ial
A Border Dialog Box will appear.
B. Columns_ — This aption divides your document into columns. You can divide a document
into four columns at most.
C. Margin Settings — This default allows you to create custom margin sizes. The factory
default is 1 inch around all sides. '

Pace Serup [Cont'D)

LaserlWriter Page Setup 7.0 -l
Paper: @ US Letter O A4 Letter

OUS Legal O B5 Letter O|_Tabloid v
Reduce .or 7 Printer Effects: Options
Enlarge: X Font Substitution?

Orientation X Text Smoothing?

[J Graphics Smoothing?

X Faster Bitmap Printing?

Page Layout Columns —— — Margin Settings —
X Document Heading @ 1 Column Top |1.00
[J Page Numbers (O 2 Columns Bottom/|1.00
X Line Between Columns O 3 Columns
Left]1.00
[P Bord ] O Other |1
age Border... Right|1.00

Click on your choices. Then click on OK.

Figure 11: The Page Setup Dialog Box
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Savineg Your Document

At this point, after having set the page and ruler defaults, it is wise to save your new
document. As a general rule, it is a good idea to save your work every five minutes in order to
avert a disaster such as a sudden energy surge through the computer which may wipe out all
of your work.

When saving a document for the first time, you must follow these steps:

A. Save As '

Choose the Save As Command which is found in the File Menu [FIGS. 12 & 13). A Save
As Dialog Box_will appear (FIG 14).

B. Naming Your Document

A highlighted box with the words "Untitled 4 * will appear in the Save As Dialog Box (FIG 15).

Simply begin to type the name you wish to give to your document. The cursor will already be
in the highlighted box.

C. Checking The Destination Foider

Before you actually Save As, you must be absolutely sure of ivhere you are saving this
document because the Hard Disk may contain many folders. in order to do this, you look at
the Open Folder Bar over the window which will show either the Hard Disk contents (if no folders
are open) or the contents of whatever folder might be open. On the Open Folder Bar, there will
be an Open Folder Icon with the name of the folder beside it. If the open folder is the one you

l want, then just click once on the Save Button. If the open folder is not the one you want, then

click on and hold down the Open Fclder Bar and go back to the Hard Drive. From there, you
can scroll down the Save Window and locate your folder, then you can press the Save Button

(FIG 16). After pressing the button, you will see the hame of the document you just saved
in the Save Window.

LN Edit Tent Pictu JICH Edit Text Pictu
Ne&u... Nt

Open... ¥07J

Close Wy

Save %8sk

Save fis... [

Save As...

Import Text... Import Text...

Page Setup... 1 Page Setup... :
Page Preview... 3E Page Preview... %E
Print... 8P | Print... ®P |

Quit 1] Quit %0

Figure 12: The File Menu Figure 13: The Save As Command
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Save Document
3 The Wiriting Center®
< Macintosh HD
@8 Desktop
D Help File
D Main Dictionary
0O School Edition Templates |
3 Templates

< Macintosh HD
(_fiect ]
Coeen )

Save document as:

{The writing CenterNews | [ Help. )

O save as ASCI| File (Text Only)

Figure 14: The Save As Dialog Box Save Document
[==Macintosh HD v |
FE‘* ‘YUIMY‘—(‘ k
i Atgus PageMaxer 4.2 =
C Barton i
€3 Graphics Pragrams
Ty lon Blikties 2.0
{5 Picture 0

e Maclintosh HD

Eject

Open

i

[The writing Center News | Help...
[0 save as ASCII File (Text Dnly)

Save fQocument

[&8 My Stuff ] Figure 15: Selecting A Destination Folder
e Macintosh HD

“ Save i]
Save document as:
[Tne Writing Center News ] { Hew.. ]

O save as ASCI{ File (Teut Only)

Save Document
[ My Stuff }
Figure 16: Preparing to Save as into A * The iBriling Center ...
Destination Folder

o Macintosh HD

Save

save document as: Cancel

[The writing Center News | Help...
(JSave as ASCII File (Text Oniy)

il

Figure 17: A Saved Document

l Save document as:

ol
-
i
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Quirtineg THE ProGramM

When you are finished working with a document, you Save and Quit.

These are the steps for Saving and Quitting:

A. Save

Go to the File Menu and select Save. You will see a small watch appear. The File Menu
will be highlighted. When the File Menu return to normal color, the document is saved.

B. Quitting The Program ’

Go to the File Menu and select Quit.. The document window will disappear and you will return
to the desktop {FIGS. 18 & 18).

C. Shut Down

Go to the Special Menu and select Shut Down. A message will appear saying " You may

now shut off your Macintosh safely.” Push the monitor and Macintosh LC buttons (located in
the back of the machine) to the "off* position.

qzmt Text Pictur I Edit Text Pictur
N

8N New... 8N
Open... ¥0 Open... 0
Close 8w Close XW
Save #S Sauve S
Save As... Save fis...
Import Text... Import Text...
Page Setup... Page Setup...

Page Prepview... 3$E Page Preview... E
Print... 8P Print... 8P
ui 38
a |t‘ 80 1 N 1
Figure 18: The File Menu Figure 19: The Guit Command
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Session 4: Cresting & CHANGING TEXT

In Session 3, a new document was created, defaults (settings) were set and the document
was saved. In this session, text will be created and changed in the document.

Text may be added to two different areas of a document — the heading (top part of the
page in which a nameplate or logo is found) and the body {where the stories are found).

These are the steps you must take to type text into a document

A. Check for the insertion point
The jnsertion point is a short blinking vertical line which appears on the page after you have

FONTS

Sample

Font

The quick brewn o |umpPs eVar
the lazy dogl

Size Style(s)
Eurostlle ats ?0 % C] Plain ‘
eneug 10 : & Bold
. — O #2akic
Lithos Regular [] Underline
London 0 Queling
Monaco X Shadem
N Helvetica Narrow | — [] Strikeout
New Century Schibk [&| |l :

Click on your choices. Then click on OK.

B. Typing in the Heading

|
|
]
i
i
|
i
i
l Font
]
i
i
i
i
i
i
i
i

opened a document. The insertion paint tells you where you may start typing. You can maove
the insertion point simply by clicking once with the mouse on a different part of the page.

Make sure the insertion point is in the heading. If it is not, then click once with the mouse
in the heading and it will appear. You can also tell what part of the page you are typing in from
the text location box. This box, in the lower left-hand side of The Writing Center™ document
window. It will either say "body” or "heading" depending upon where you are typing.

Figure 20: The Font Dialog Box
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FONITS [(Cont'D)

C. Typing in the Body
Make sure the insertion point is in the body. If it is not, then click once with the mouse
in the body and it will appear. You can also teli what part of the page you are typing in from

the text lozation box. This box, in the lower left-hand side of The Whriting Center™ document
window. It will either say "body" or "heading" deper. ing upon where you are typing.

Changing The Appearance of the Text
There are several ways to change the appearance of text. You can change the Font
[typeface], Style {e.q.. bold], Color, Alignment and Spacing. One change in any of these features

of your text can create a different effect. In The Whriting Center™, these features can be
changed one at a time or al! at once.

A. Changing the Font

To change the font or typeface, highlight the text you wish to change by dragging the mouse
over it, then select Font from the Text Menu. A Font Dialog Box will appear. There will be a
selection window for Fonts, Size and Style . A Font View Box will show you what the text will look
like when you change it. Click on one of the fonts choices. It will appear in the Font View Box
. Click on a size choice. It will appear in the Font View Box . Click on as many styles as you want

(be careful, though because you may create a distracting font). It will appear in the Font View
Box . Press the Okay Button when jou are finished.

B. Changing Text Alignment

Text alignment means where the text is lined up between the margins. There are four ways
to line text up:

1. Right Alignment — the text is even and up against the right margin while the left side
of the text looks ragged.

2. Left Alignment — the text is even and up against the left margin while the right side
of the text looks ragged.

3. Center Alignment — the text is up against no margin and sides of the text looks
ragged.

4. Justified — the text is even and up against both margins and both sides of the text
looks smooth and even.

To Align Text

1. Select Alignment from the Text Menu. An Alignment Dialog Box (FIG.21) showing the

choices will appear. Click on your choice, then press the Okay Button when you
are finished.

OR
2 . Click on one of the Alignment lcons located on the ruler.

B
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FONTS (Cont'D)

; Tent Alignment
] @ Align Left
J vnuuIcuy | ————————
O filign Center T " T - I TN . S T -
1 = =HE=E =25 ) &= =
O Justified l“l —  ——
Q Riign Right Fi 22: The Text Ali I the rul
gn Mg gure N e lext Ignment: cons on the ruier
Ciick on your choice. Then ciick on 0K. [N

Figure 21: The Text Alignment Dialog Box

G. Line Spacing

To setthe distance between lines of text at single or double, click on one of the Line Spacing
lcons located on the ruler.

Other Ways To Change Text

H. Text Borders

In The Writing Center™, you can wholly or partially border a sentence or paragraph. To
do this, you select Border from the Text Menu and click on which sides you wish bardered. You
can also select the type of border and line you want.

Rererence: THe DictionaRy & THESAURUS

A. The Dictionary
A handy way to correct misspellings is to use the Spell Checker. To check the spelling, you

select Check Spelling from the Reference Menu and click on the Start Checking Button. If you
only wished to check one word or one block of text, then highlight what you wish ta check before

selecting Check Spelling.

B
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Rererence [ContD)

B. The Thesaurus

The Writing Center™ comes equipped with a 220,000 synonym Thesaurus. To use this
feature, highlight a word you need a synonym for, select Thesaurus from the Reference Menu
and it will provide a synonym for the word you selected.

After each major change, it is recommended that you save your work. Another
good idea is to back it up on a floppy disk.

To Save

A. Select Save from the File Menu. Check to see where you are saving it. Then press_The

Okay Button . You do not need to name it because you did that in the first save.

B. Insert a formatted floppy disk [(metal side first with the round opening facing down} into

the disk drive.

C. Select Quit from the File Menu.

D. The program will clce. If the document is in your file folder, click on the folder icon and

drag it to the Floppy Disk Icon until the Floppy Disk Ican turns black. A Capy Dialog
Box appears telling you that the document is being copied into the floppy disk.

E. Eject the Disk by dragging it to the trash can icon. The icon will turn black and the disk
will pop out of the disk drive.

DOING THIS WILL NOT HARM ANY INFORMATION ON THE DISK.

=== Spelling Checker ======-5
[ Weord: E
- (St checkng ) -
Change To:
I | ([thange )
& Suggest Spelling | Lhange Qi ]
sEEZED;
52 Word Finder® Thesaurus &, <47
)
| [ Help.. )
L3

Figure 23: The Spell Checker

Find: E[last word ] {_Done ] (Repiace )
i

T

Figure 24: The Thesaurus
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Session 5: Using GRAPHICS

Graphics make any kind of reading materials more interesting and comprehensible. The
Whriting Center™ has nearly 200 high quality and graphics in various categories such as peaple,
food and school.

These graphics can be imported (placed) into a Writing Center™ document.
These are the steps you must take in order to place graphics in a document:

A. Choosing A Picture

1. Click in the part of the document where you want a picture to go (heading or body).
2. Go to the Picture Menu and select Choose A Picture. The Writing Center ™ picture
file will open automatically* and you will see a Choose A Picture Dialog Box.

B. Selecting A Picture from the Choose A Picture Window

The Choose A Picture Dialog Box (FIG.25) has a window in which a picture will appear as
soon as you select one. To select a picture you need to look at the contents of the Picture Folder
in the Directory Window to the right of the Choose A Bicture Window. Above this Directory
Window there is a pop-down Menu bar. This window is very similar to vhe Save Window. You
need to select from one of the folders a picture you wish to use.

. 1. You will click open a folder.

2. You will click on the name of a picture and it will appear in the Choose A Picture
Window . '

3. You will click on the Place In Document Button

4. The picture will be placed in the upper left-hand corner of the document. You will
probably wish to move it.

C. Changing A Picture

You can change pictures in manyways. You can move, rotate, flip, resize, crop and barder
a picture.
In order to make any changes to a picture, you must select (highlight) it first. There are
two places to work with pictures — the heading and the body. You cannot move a picture from
the heading to the body and vice versa.

* In Session 3, The Writing Center ™ picture folder was set as the Default Picture Folder when the Page

lts were set. This means that when you select Choose A Picture from the Picture Menu, this picture
folder will automatically open.
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Session 8. Using GrarHics (Cont'p)

Selecting Pictures

To Select A Picture In the Heading

1. Click in the Heading
2. Choose Waork With Heading Pictures

Choose a Picture

S MACINTOSH ...

S Communitg_]

D Apartments

D Building/School
0O City Skyline

D House

D Park/Playground
DO Police Car

0 Shepping Mall

O Suburbs )

[ #ject ] [ Cancel ]

Brive ] [ Help... ]

| Place in cument |

Page 1 - Body K Figure 25: The Chaose A Picture Dialog Box =

3. All the pictures in the heading will be selected This means that you
will see eight dots or “handles” appear around the picture.

4. To work with only one picture, click on the pictures you do not want to work

with. This will “deselect” the picture and the handles will disappear.

To Select A Picture In the Body
1. Click on the picture you want. Eight dots or “handles” appear around

B
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Session 5: Using GrapHIcs (Cont'D)

To Select More Than One Picture In the Body
1. Hold down the Shift Button located on the keyboard

2. Click on the other picture(s} you want. Eight dots or “handles" appear
around all the pictures selected.

To Deselect More Than One Picture In the Body
1. Hold down the Shift Button located on the keyboard
2. Click onthe other picture(s) you want to deselect. To deselect all of the pictures,
click on something other than the pictures. The Eight dots or “handles”
(FIG.286) disappear from around all the pictures.

Figure 26: A picture showing the Edit ||
Handles
Moving Pictures
To move a picture, you can either
1. Drag it to ancther spot QR
2. Copy, Cut, and Paste it.

To Move a Picture by Dragging
1. Select the picture you want to move.
2. Place the pointer (which will turn into an arrow near any picture) on the picture.

Do not place the arrow on any of the handles because you will pull the picture
out of shape.

3. Drag the picture to a new spot. The text in the body will move to make room

for the picture.
To Move a Picture by Copying, Cutting, and Pasting it.

1. Select the picture you want to move.

2. Go to the File Menu and select Copy. This will copy the picture to the clipboard

3. Go to the File Menu and select Cut. This will cut the picture from its present
position.

4. Move pointer to where you want the picture to go. Click once.

5. Go to the File Menu and select Paste. This will paste the picture in the spot
you clicked.

Rotating Pictures

To Rotate A Picture
1. Select the picture you want to turn.
2. Choose Rotate the Picture Menu ..

3. Each time you choose Raotate the picture makes a 45 degree turn to
the right. Keep selecting Botate until the picture is the way youwant it.

B
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Session 5: Using GrapHics [(Cont'D)

Resizing A Picture

Sometimes a picture may not be the size you what. You can Resize the picture (make it
larger or smaller).

There are two ways to resize a picture
1. Directly on the page using the mouse OB
2. Use the Resize Picture Dialog Box.

To Resize A Picture Using The Mouse
1. Select the picture.

2. Click on the bottom and top “handles” to change the height of the picture.
3. Click on the side “handles” to change the width of the picture.

To Resize A Picture Using The Resize Dialog Box
1. Select the picture.

2. Choose Resize Picture from the Picture Menu. A Resize Picture Dialog Box
will appear

3. Select any of the options shown by clicking on the radioc buttons.

cinnn)
funn

s Figure 27: Resizing a
picture with the mouse

St o 0 Seuds

hesize Piclure

I @ Te Original Size

© 16 Doudla Originsl Size
QO Te Heif Originedt Size
Quynang

Figure 28: The Resize Dialog Box
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Session 6: Using GrarHics (Cont'D)

[ = 3} Crog‘Plcture - - =
Figure 239: Cropping With Mouse Dreg ene or mere hendies. Then click on Done.

1 1

Ly P a7 ) Xt

Figure 30: Crop Dialog Box

Cropping Pictures

Sometimes you may want to use only part of a picture. In this case, you can crop it. There
are two ways to crop a picture.

1. Directly on the page using the mouse OR

2. Use the Crop Picture Dialog Box.
To Crop A Picture Using The Mouse

. Select the picture you want to crop.

. Move the tip of the pointer arrow onto one of the edit “handles” around
the picture (FIG. 29).

1
2
3. Press and hold the Option button on the keyboard.

4. Drag the handle toward the center of the picture to crop

9. Drag the handle out from the center to reveal the hidden part.
6

. To leave white space around the picture, pull the handle past the original edge
of the picture.

To Crop A Picture Using The Crop Dialog Box
1. Select the picture you wish to crop.

2. Choose Crop Picture from the Picture Menu. A Crop Picture
Dialog Box will appear (FIG. 30)

B
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Session &: Usineg GraPHICS [ConTt'D)

3. Four edit handles will appear arcund the picture in the box.

4. Move the tip of the pointer arrow onto one of the edit “handles” around

the picture.
3. Drag the handle toward the center of the picture to crop (hide picture)

B. To leave white space around the picture, pull the handle past the original edge

oi the picture.
7. Select the Done Button when finished.

Creating Borders Around Pictures

1. Select the picture around which you want a border.

2. Choose Border from the Picture Menu. A Picture Border Dialog Box will

appear.

3. When the Dialog Box appears, all four border sides are check. You can

customize to put borders around only one or two sides of a picture.
4. Select the type of line you want.
3. Select the border style you want.

[dI3U1s- 0 Reference Window Help
{ Choose a Picture... %6 E
Resize Picture...
Crop Picture...
Border... —
k- e
Rotate *L
Flip Sideways 8K

| Work with Heading Pictures H
L_fANY (=] d =

Figure 31: The Picture File

Figure 32: A bordered picture
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Printing Your DocUMENTS

In Session 2 of The Mac Pack (page ), you learned about the Chooser, which helped you
to select the correct printer. To actually print within The Writing Center™, you must go to the
Eile Menu, select Print and the Print/Page Setup Dialog Box will appear{FIG.33). Natice it is

the same box which appeared after selecting Page Setup (Session 3). To Print, you must

A. select the number of copies you want (type in)
B. Select Best Grays.

C. Select Color/Grayscale.

C. Click on the Print Button.

LaserWriter “UALINOR”

ll Print il

7.0
Copies: _ Pages: @ Al O From: To:
Cover Page: @® No QO First Page O Last Page
Paper Source: @ Paper Cassette (O Manual Feed
Print: (O Black & White @& Color/Grayscale
Destination: () Printer O PostScript® File

Picture Options
O Leave filone (O Standard Quality Grays

QO Imagelriter Color @® Best Quality Grays

Click on your choices. Then click on 0K.

Figure 33: The Print Dialog Box
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AGENDA

BRAINSTORMING

WhHat 1s THE READING-WRITING CONNECTION ?

VWHAT DO THE EXPERTS SAY?
IMPLICATIONS FOR TEACHING?
ConnecTion Map
Group AcTiviTy

Link To CoMPUTERS
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! OUTCOMES )

What you will learn.............
What Is the reading-writing connection ?
What do the experts say about this connection ?

Implications for the classroom.

e Use the computer to create reading-writing connected
lesson ?

e Create content area reading-writing activities based on
grade level.
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Respond to the following questions:

1. How are reading and writing similar?

2. How can computers be used In the teaching of reading
and writing?

3. How does reading stimulate writing?

4. How does writing stimulate reading?

5. How can the creation of student publications facilitate
the reading/ writing process?
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The Reader: The Writer:
Reconstructs Ancther's Meaning Constructs Own Meaning
(Comprehends) (Composes)

THOUGHTS THAT occuR To BoTH Reaper & VWRITER

® Each constructs and reconstructs personal meaning
® Each develops understandings of a concept

B
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HOW ARE READERS AND WRITERS SIMILAR?

BOTH:

i

1

i

1

1

i

®*ARE FOSTERED BY THE LEARNER'S DESIRE TO COMMUNICATE

. ® INVOLVE PRIOR KNOWLEDGE OF INDIVIDUALS

® |NVOLVE INTERACTION WITH PRINTED MATERIAL

l ® ATTEMPT TO MAKE SENSE OF THE WORLD IN A SEARCH FOR MEANING
l ® UsE THE WHOLE LANGUAGE FOR CONSTRUCTING MEANING [SEE RELA-
i

i

i

i

i

i

i

i

1

TIONSHIPS BETWEEN WORDS IN SENTENCES, SEE WORDS IN CON-
TEXT, RATHER THAN IN FF{AGMENTS]

® ARE PRAGMATIC (GUIDED BY A SENSE OF AUDIENCE)
® ARE COGNITIVE IN NATURE (AFFECT THE THOUGHT PROCESSES)
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“Better writers tend to be better readers (of their own
writing as well as the writing of others) and better readers
tend to produce more syntactically mature writing then
poorer readers do."

— S . Stotsky, 1982 Using Computers in the Teaching
of Reading, p. 7

“To learn to write, children must read in a special kind of
way....To learn how to write for newspapers, you must read

newspapers, to write poetry, you must read poetry, to write
memos you must read them.

— Frank Smith Joining The Literacy Club p.20

The Neto Pork Times =55
rww —ywwwry TIYYY
DON'T WORRY; EVERYTHING
IS GOING TO BE ALL RIGHT
LOCALS |IORORM ATHENS,

STUNNED | LORSMLTAME, 20K
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| ————

i
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TEACHING IMPLICATIONS

¢ Reading and writing activities promote thinking and learning

¢ In both, we teach and learn concepts.

¢ Reading and writing, extend the range of textual Interaction in different subject ar

eas.

Build Upon
Prior Knowledge
And
Experience

Develop
Vocabulary

Critical
Thinking
(Comprehension
Application)

THe Reabing /VWRITING
CoNNECTION

B—mr-
B

Across The
Curriculum
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READING-WRITING CONNECTIONS AND THE USE OF THE
COMPUTER

THE COMPUTER IS A TOOL FOR THE FOLLOWING ACTIVITIES:
1. COMPOSING TEXT - THE CREATIVE PROCESS

2. REVISING AND EDITING - THE WORD PROCESSOR HELPS THE
LEARNER TO MOVE LANGUAGE EFFICIENTLY IN ORDER TO MAKE CHANGES.

3. COLLABORATION AND COOPERATIVE LEARNING -
LEARNERS CAN HAVE THE OPPORTUNITY TO CREATE TEXT WITH THE COMPUTER
FOR SHARING WITH OTHERS AS IN: GROUP REVISION READ AROUNDS AND RE-
SPONSE GROUPS! STUDENTS MUST COMPOSE WITH THE READER IN MIND.

4. COMPREHENSION - THE COMPUTER CAN BE USED TO FRAME
THOUGHTS BY EXPERIMENTING WITH TEXT STRUCTURES. STUDENTS CAN REOR-
GANIZE A STORY OR HIGHLIGHT KEY IDEAS WITH THE USE OF GRAPHIC ORGA-
NIZERS. THEY CAN ALSO FORMAT NEWS ARTICLES AND STORIES.
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A Guipe To
THE WhriTing PRoCESS

Prewnriming, REevision & Epiting STRATEGIES FOR
THe CLAassroom
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WHaT 1s THE WRITING PRrocess?

The Writing Process is a three step operation in which the writer prepares to write, reads
carefully what he has written and organizes and refines his expression and edits the technical
language errors. These stages are known as

1. Prewriting

2. Revision

3. Editing

PREWRITING

There are many prewriting strategies which help precipitate thoughts and feelings
necessary for good writing. These can be broken down into two basic categories:

1. Logs/Journals — in which the writer collects his thoughts about issues, speculates
about literary characters or situations or examines his/her own feelings and ideas about his/
her own writing.

2. Graphic/ Mapping Techniques — These strategies, such as Semantic Mapping and
The Memory Chain render thoughts and organize ideas in a visual manner

Somve SimpPLe Ways To invoLve StupenTs IN WRITING

A. Literature Logs — Students keep a running log which lists questions, feelings, ideas
about characters or situations in a piece of literature they are reading.

B. Sentence Starters — Students freewrite (write without stopping or correcting for

approximately 5 minutes) using the beginning of a sentence to start. For Example, "Sometimes
| feel...”, "Tests make me..."

C. The Memory Chain — Have the students look around the room. Say to them, "write
down the name of something in this room which reminds you of something or somewhere or
someone else. Draw an arrow after that object's name. After the arrow write down the thing
or place or person it reminds you of. Keep going. Create a chain of things you are reminded
of." After about 2-3 minutes, say, "Now circle one of those items in your chain and write about
it for 5 minutes.

For example: lamp ———living room

Aunt Sylvia—fur coat....

D. Semantic Mapping — is a graphic way to narrow a topic and urganize thoughts. The
writer begins with a word or a person or place at the top of the map. He or she then proceeds
to break that item down into characteristics or categories. After this, the writer will select one
of the narrowed-down items as a topic for writing. For example:

Grandmother

Good conk held many types of jobs had}childr‘en lived to age 87

B
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THE WrRiTing Process (ConT'D)

E. The Bubble Qutline — An arganizing strategy in which the students organize paragraphs
according to topic and sub-<topic. Whrite a word in the middle of thz black board. Invite two
students up to the board to serve as secretaries . Ask the class, "What words go with the word
on the board ?" They call out words which the two student secretaries have to write down
wherever they are told to onthe board. After about 5 minutes, you circle one of the words and
say ," What other words go with the one | circled ?" Words which belong together are circled

in one color of chalk. When other categories appear, they are circled in different colors. The
rule is one category =one color.

RevisioN STRATEGIES

Revision is a combination of careful reading and analysis of a piece of writing in order to
evaluate whether or not it makes sense, has a logic to its organization and reaches the intended
audience. This stage of the writing process is perhaps the lengthiest because it may take many
drafts to reach the level of organization and comprehension which the writer had intended.
Here are some strategies to help in the revision process:

1. Revision groups (“fishbowls”) — These are groups of four in which each member will
read his/her piece. One person acts as a recorder to record the suggestions, questions and
comments of the commentators. The recorder gives the sheet of suggestions to the writer so
that the revisions may be made to the piece of writing. Two persons, the commentators, listen
to the writer read aloud his/her piece. The fourth person is, of course the writer who reads
. Each person in the group will take turns at reading, commenting and recording.

2. Checklists — These are lists of questions that can be handed to each person in a group
or in duads. These questions address three general problems which occur in writing. The
Writing Center™ comes with several revision checklists .

EDITING STRATEGIES

Editing is the correction of the technical aspects of the written word: spelling, gram-
mar, punctuation and paragraphing. Checklists are a great help in this area. The Writing
Center™ comes with several editing checklists .

B
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THe Whritine Process [(Cont'D)

A SampLe BussLe QUTLINE

rain
@ Clothes
flowers
vacation

Easter

Summer is near
warm weather

CATEGORIES:

Activities — Sports, bicycles, the park
Weather - rain, warm weather

|-
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SavipLe Revision & EDITING
CHECKLISTS
From
THe WRimine CENTER™
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SamvipLe Revision CHeckLists From THE Whaitine CENTER™

Name
Date
Teacher

Planning My Time

Using the chart below, estimate the amount of time you will need to spend on each
maijor step in writing a report. Then add up those numbers to see a totai of the estimated
time you will need. Divide that total among the number of days left to see roughly how
many hours you will need to spend each day.

Be realistic. Remember, your other activities continue—chores, schoolwork, home-
work, family occasions, religious and community activities, sports, parties, and so on.

Don't plan to work on your report for more than three or four hours at a time. Most
people tire and lose concentration after a few hours of reading or writing.

Today's date:

Date report is due:
Number of days let:

Typical Time for Each Step in Report Writing My Estimated Time

Step in Writing a Report

Pick a Topic

Locate Sources in the Library
Read Sources and Take Notes
Make an Qutline

Write a First Draft

Revise

Make the Final Copy

Simple Complex

<10 pgs > 20 pgs
1 hour 1 hr- 1day
2-3hrs 35 hrs
486 hrs 6-8hrs
12hrs 24hrs
3-8hrs 8-12 hrs
26 hrs 6-8hrs
24 hrs 286 hrs

TOTAL

For Use with The Writing Center ™ from The Learning Company®

CHeckLists Are From tHE Whriting CENTER™
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Name
Date
Teacher

Making An Outline

. The Writing Center makes it easy for you to make a neat outline with everything lined
up. To see how the outline below was made, look at the paragraph-margin and Tab Stop
settings on the Ruler. If the Ruler is not visible, choose Show Ruler in the Preferences
dialog box from the Edit menu. Make the Tab markers and Return-key presses visible in
the outline by choosing Show Invisibles in the Preferences dialog box. Only paragraph-
margin settings, Returns, and Tabs were used to make this outline. The Spacebar was
used only to put spaces between the words in the headings.

If you like, you can simply replace the words in the outline below with those for your
own report outline. After you type in your own words, choose Save As from the File menu
to save this document under the name you want your outline to have, in your report folder.

Title

I Opening
il. First Main Point. or Idea

A, Supporting detail

B. More supporting detail
lIi. Next Main Point or Idea

A. Supporting detail

B. More supporting detail

C. More supporting detail
IV.  Last Main Paint or Idea

A. Supporting detail

B. More supporting detail

C. More supporting detail
V. Conclusion

For Use with The Writing Center™ from The Learning Company®

CHeckuists Are From THE Whaitine CenTer ™
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SamvpLe Revision CHeckiists From THE Writing CeENTER™ W

Name
Date
Teacher

First Draft Checklist

Answer each question on this checklist either Yes or No. If your answer to any ques-

tion is “No” or “I'm not sure,” list that part of the report as a part that needs to be
changed.

Does the opening catch your attention and give you a good idea of what's to
come?
Do the sections and subtitles match the outline?
Are the points in logical (sensible) order?
Does each main point come across clearly?
___ Do the supporting details convince you that the main points are true?
Can you tell when one main point ends and another begins?

Does the conclusion of your report summarize your overall message?

For Use with The Writing Center™ from The Learning Company®

CHeckrists Are From THe Waimine CEnTER™
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SamvrLe Revision CHeckLists From THE Wairing Center ™
Name
Date
Teacher

Final Draft Checklist

Put a check mark () next to each item when you've completed it in your report.

Completeness
Check that your report includes:
cover
title page
table of contents
outline, if one is required
text of the report
endnotes
bibliography
note cards and bibliography cards, if these are expected
each of the above parts starts on a new page

Title Page
Check that the title page includes:
title
your name as author
name of the person assigning the report
name of the class
date

Table of Contents
Check that the table of contents includes:

all the chapter titles and main section headings (subtitles} in the text of your
report

all the main points in the outline (as section subtitles)
page numbers that match with the proper pages of the text

Outline
Check that the outline
is complete.
is in the proper form.
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SamvipLe Revision CHeckLists Frov THe Whaitine CENTER™

Text of the Report

Does each section have a subtitle? Are the subtitles in larger type, boldface

type. or underlined to separate them from the text?

Are all your subtitles matched in placement, size, font, and style?

Are all your pictures, drawings, and charts placed near the text they go with?
Are your quotes accurate?

Are your pages numbered? Numbered correctly?
Is the text double-spaced?
Is the first line of each paragraph indented one-half inch?

Does each sentence start with a capital letter and end with the proper punc
tuation?

Are all sentences complete sentences?

Do you use the same verb tense throughout the report? The tense should all
be present tense or past tense.

Have you capitalized all names of special places, people, and events?

If you used a pronoun (especially it, they, or them), is there any doubt about
what the pronoun refers to?

Are all words spelled correctly? Did you use the Spelling Checker?

Endnotes

Does each endnote number in the text have a correspording entry on the list of
endnotes?

Are your endnotes accurate?
Is the source for each endnote listed in the bibliography?

Bibliography
Do you have enough endnotes and bibliographical references to satisfy the
requirements of the assignment?
Is your bibliography in alphabetical order?

For Use with The Writing Center™ from The Learning Company®

CHeckLists ArRe From THe Whriting CENTER™
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SamvpeLe Epiting CHeckLists From THe Whitine Center ™

Name
Date
Teacher

Paragraph Editing Checklist

0
U

Answer each question on this checklist either Yes or No. If your answer to any ques-

tion is “No” or “I'm not sure,” list that part of the report as a part that needs to be worked
on.

Does each paragraph have a topic sentence?
Are your supporting details convincing?
Are the supporting details in logical {sensible) order?
_ Have you tried to add special details or lively quotes?
Did you take out all dull or unnecessary information?
Have you removed sentences that don't belong with the others?

Can your reader tell when you are about to move from one main point to the
next?

For Use with The Writing Center™ from The Learning Cornpany® -

CHeckirists Are From THE Whriting CeENTER™

B

B

S A "Ke o Literacy” Project Of The Ui ycrcc®

The Reading Writing Connection

a3y




~ )
SamvrLe Epiting CHeckLists From THe Waitine CenTtER™

Name
Date
Teacher

Word Editing Checklist

Put a check mark () next to each item when you've completed it in your report.
Replace abstract nouns with ones that you can picture in your mind. For
example, use “books” instead of “reading materials.”

Replace “to be” verbs with action verbs. Change passive statements to active
ones. For example, “Houses were built by groups of men” would be

changed to “Groups of men built houses.”

iJse vivid, colorful words.

Take away words that don't say much—like very, reeally, lots, maybe, perhaps,
and almost.

Shorten quotes to include only the best parts.

,
: - N aE I B .
A NN - BN T TR i . :

For Use with The Writing Center™ from The Learning Company®

CHeckuists ARe Frovm THe Whaitine CENTER™
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Session 6: ELEMENTs OF DEesicn

A. THe ReapinG Process In THe Desicn OF MATERIAL
OR
How PeopLe Reap Printep MATERIALS

THE THREE STAGES OF RELEVANCY

1. In the first seven seconds, a person will become interested in the material or they
will not .

In the first stage, people will ask themselves "Is this relevant? Should | go on with read
ing this material ?"

Relevancy is determined first through

A. Headlines (show examples])

B. Subheads {show examples)

C. Photos & Captions (not just for identification of people but to make a point or to sell
an idea —to elicit curiosity)(show examples)

2. In the next thirty seconds, people will read onto be reassured that they weren't
wrong. They are led to ultimate relevancy.
This is reinforced by

A. Short Body Copy

B. Non-Photographic Art
¢ diagrams
¢ charts
e clip art
e graphics with captions

C. An Outline Format
¢ Table of Contents

D. Graphic Devices
* dotted lines
* bullets
* boxes

¢ rules {lines which tell about connected material)

o s
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Session 6: ELEmMENTs OF DEsicN

2. The third stage of relevancy is the action stage where the designer wants the audi-
ence to get into the material. This is accomplished by
A. Long sections of body text
¢ Copy — "we have a lot to say”
B. Proof
¢ Statistics
¢ Endorsements
¢ Testimonials

B. Desicning LayouTt

Layout and Design is the plan and components or elements of what you want on the
printed page.
In planning for any publication :
A. ldentify your abjectives
¢ \WWhat do you wnat to achieve
{eg. In my flyer, | want to appeal to my audience to attend the conference])
B. Quantify you objectives
¢ Demonstrate something quantifiable
(eg. | want 50% of my readers to attend the conference)
C. Assess your audience
¢ Psychographic Factors
- Maximum visual suitability
- Audience appeal
- Life style factors
- Value of imagery
- Conveyance of information
- Moving to action

Facrors To Consiper In Lavour OF MATERIAL ARPE

¢ Designing for action ard information

¢ Strongest point usually in the center of the page (attention-getting)
¢ Bigger is always better
¢ Avoid paneiization

Bm-
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ELements OF Desicn (Con: D)

1. BALANCE (symmetrical /assymetrical)
A. LARGE is more powerful and has more optical weight
B. COLOR has more weight
C. UNUSUAL SHAPES have more weight
D. WHITE OR EMPTY SPACE has mare optical weight

To ascertain whether or not the page is balanced side to side, cover half the page.

2. PHYSICAL SYNTAX {How the eye travels on the page]}
A. The eye goes above the left of center first.
B. The eye then travels to the upper left-hand corner.
C. Next, the eye travels to the upper right-hand corner.

D. After this, the eye heads down the page to the lower left-hand corner, known as
the dead zone.

E. The eye then leaves the page at the lower right-hand carner

3. UNITY - within a piece or series of pieces

This eiement involves decisions about handling various elements like
A. Column and division of space
B. Color and white space
C. Logo
D. Format of piece

4. PROPORTION - the division of space on the page

A. Use of the grid (breaking up space either vertically or horizontally
B. Know your audience
C. Develop a format

5. CLARITY -
A. A clear message
B. Include phone, address coupon
C. Perception that it is easisr to read

6. EMPHASIS - The first, second or third thing the reader sees should be the mast
important element on layout page otherwise the emphasis is wrong.

7. PROOF COPY - For objectivity, have someone who is not part of your department
look at the copy.

|-
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ELements OF DEesien (ConT'D)

Rules Of Thumb

1. Once you achieve a design, don't change it.
2. You will sacrifice unity of peace and message.

Some Reasons For Change

1. Change of administration
2. Convey a different message (philosophical position, image position)

Nortes
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A PortroLio OF Prouects FoRr
THE MacintosH CoMPUTER
&

THe Writing CENTER™
In THE
One Comiputer CLASSROOM

Permission granted to copy for educational uses only. Copyright® Tom Snyder Productions, Inc.
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( ATTENTION !

The instructions for the projects in this Portfolio are meant to be used in conjunction with
the instructions in The Mac Pack and A Guide To The Writing Center™ . This is done to prevent
duplication and redundancy, to reinforce the steps necessary for performing functions with the
Macintosh computers and The Writing Center™ and to provide you with a stepwise system of
proceeding through this Portfolio Of Projects.

You will find that the projects for each session are cross-indexed with the instructions for
each session in The Mac Pack and A Guide To The Writing Center™ for easy referencing. The
other packets included in this workshop are likewise cross-indexed by session.

e N\
f What Can a Good
Teacher Do With a
Computer?

Manage responsibilities
and paperwork

Make dazzling presentations

Lead incredible discussions

Manage dynamic cooperative
learning activities

inspire enlightening self-discovery

Permission granted to copy for educational uses only.
Copyright® Tom Snyder Productions, Inc. /)
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SessioN 3: ProJdect # | — Panr A:
Creaning A CrLoze EXeRrciSE

In this Project, you will set all of the defaults for creating a Cloze Exercise Template by
following these steps:
¢ L aunching The Writing Center™,

¢ Selecting a Report Template Without A Heading.
¢ Setting Preferences.

¢ Bordering the page.

¢ Setting the columns.

* Setting the tabs.

¢ Setting the text alignment.

¢ Setting the line spacing.

¢ Saving the document into your folder.

INSTRUCTIONS:

(The detailed instructions for the following operations will be found in A Guide To The
Whriting Center™ - Session 3, pages 2-10)

A. Launch The Whriting Center™
B. Select Report Without Heading Document Template
C. Setting Defaults
¢ Preferences — Make sure the ruler is selected.
¢ Page Setup
1. Set Margins for .5 inches all the way around the page.
2. Set Page Border for all sides. double line and shadow
3. Set for no_columns
¢ Ruler
1. Set .5 inch Tab
2. Set for Single Space
3. Set for Justified Text
D. Save Your Document
¢ Name it Cloze Exercise (include your initials
— e.g. Cloze Exercise R.V.B.)
¢ Save into Your Folder
E. Quit The Program
F. Shut Down The Computer

Permission granted to copy for educational uses only.
Copyright@ Tom Snyder Productions. Inc.
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Session 4: Prosect # | — Parmt
Creaning A Lancuace Arts Cloze EXERcise

In this Project, using your students’ work, you will add & change text to the Cloze

Exercise Template you made in Session 3 to create A Language Arts Cloze Exercise by
following these steps:

» Opening a Saved Document

e Typing the title Clozing In On Nouns at the top of the body.
* Typing your students' work in the_Body.

¢ Changing the text alignment.

» Changing the line spacing

» Changing the Font, style & color.

* Placing a border around the Word List.

* Blanking out all Nouns in the students writing.

* Saving this document onto a floppy disk.

InNsTRUCTIONS:

(The detailed instructions for the following operations will be found in A Guide To The
Whriting Center™ - Session 4, pages 11-14)

A. Launch The Writing Center™
B. Open a Saved Document.
e Select Close Exercise (your initials are added to it}
C. Typing a Title
e Click in top of body and type Clozing In On Nouns
¢ Change the font of the Title to Helvetica 24, Bold & Shadow.
D. Typing Body Text
« Type your students' work into the body beneath the title.
¢ Change body type to Palatino 12.
 Change text alignment to Flush Left.
* Change line spacing to duuble space.
» Change the color of the text.
e Blank out all Nouns by using the underline
key (Shift + _).
* Type in all blanked out Nouns beneath title )
e Put a double-line border around the Noung {#
E. Saving '

* Save
* Save to floppy disk

7
F. Print % 7 il

G. Quit

H_ Sh ut DOWI‘I Permision grantad to copy for educt’.onal uses onty Copyright® Tom Snyder Productions, Inc.
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Session 5: ProJect # |l
Creating A “Maxe A Story TEMPLATE"

In this Project, using your students’ work, you will create a "Make A Story Exercise" by
following these steps:

¢ Launching The Writing Center™.

¢ Opening a New Document

e Selecting a Report Template Without A ding.
¢ Setting Defaults

¢ Choosing and placing appropriate graphics into the body of a document.
» Saving this document onto the hard disk & a floppy disk.

InsTRUCTIONS:
(The detailed instructions for the following operations will be found in A Guide To The

Whriting Center™ — Session 5, pages 15-20)

A. Launch The Writing Center™
B. Open a New Document.

C. Select Report Without Heading Document Template
D. Setting Defaults

» Preferences — Make sure the ruler is selected.

¢ Page Setup
1. Set Marging for .75 inches ail the way around the page.
2. Set Page Border for top & bottom only, triple line border and black lines.
3. Set for no_columns

¢ Ruler

1. Set .5 inch Tab
2. Set for Double Space
3. Set for Flush Left Text
E Adding Graphics
1. Select the picture entitled "storm"” from the Nature/ Science folder in The Writing
Center™ graphics folder.
2. Place in the body — following the model.
F. Save Your Document
1. Name it Make A Story (& add your initials).
2. Save into Your Folder.
G . Changing Graphics
1. Elip the graphic.
2. Place a singledine border around the picture.
H. Type in text using model.
I. Save Your Document.
J. Save To disk.

K. Print
L. Quit The Program. G-
M. Shut Down. B
\ A "Keys To Literacy” Project Of The UFT/NYCTCC® )
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Session 6: Prosect #I[1
Creating A Mystery Ricture - Using THE  "VisuaL-Verear™ CoNNECTION
Witk MATHEMATICS

In this Project, using a mode! from The Whriting Center™ and the Elements of Design

and Layout, you will add & change text and graphics to create a Mystery Picture
Exercise by following these steps:

¢ Opening a New Document

¢ Typing in the Heading.

¢ Typing in the_Bady.

¢ Changing the text.

e Changing and adding graphics to create interest and to use as a motivator
 Design an eye-catching layout using the_principles of design and layout.

¢ Saving this document onto the hard disk & floppy disk.

INSTRUCTIONS:

A. Launch The Writing Center™
B. Open a New Document.
¢ Select Report With Heading
C. Typing a Title in the Heading
1. Click in heading and type: Mystery Picture
2. Change heading type to Chicago 24. Shadow & Underline.
3. Border the_heading all around with a single- lined shadow.
D. Typing Body Text
4. Using the model as a guide, choose four of the questions and type in the text for the
Mystery Picture Exercice.
5. Change body font to Monaco 12.
6. Change text alignment to Flush Right.
7. Double Space text.

8. The Key for the Mystery Picture should be bold and have a doubledine border.
E. Save

F. Adding and Changing Graphics

1. Select an appropriate picture for each of the questions from the picture folder and add
to the body.

2. Crop and Resize each Picture to make it fit.
G. Elements of Design & Layout

1. Balance the graphics by making sure one is one either side of the page.

2. Balance the text with the graphics by making sure it is not chopped up in an inappropriate
place.

H. Save
l. Save to floppy disk
J. Print

K. Quit |-
L. Shut Down Cg'-ﬂ'
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Session 7: Prodect # IV

Creanine A Science NEWSLETTER

In this Project, using the students’ Science writing you will design from scratch, A
Science Class Newsletter by following these steps:

¢ | aunching The Whriting Center™.

¢ Opening a New Document

¢ Selecting a Custom ' emplate With A Heading.

¢ Setting Defaults

¢ Choosing and placing appropriate graphics into both the heading and body of
the newsletter.

¢ Saving this document onto the hard disk & a floppy disk.

INSTRUCTIONS:

(The detailed instructions for the following operations will be found in A Guide To The
Writing Center™ - Pages 5-20)

A. Launch The Writing Center™
B. Open a New Document.
C. Select the Custom Template
D. Setting Defaults
¢ Preferences — Make sure the ruler is selected.
¢ Page Seatup
1. Set Margins for .50 inches all the way around the page.
2. Set Paqge Border for all_sides, triple line border and shadowed.

3. Set for 2_columns

¢ Ruler
1. Set .5 inch Tab
2. Set for Single Space
3. Set for Justified Text
E. Adding Graphics
1. Select an appropriate picture .
2. Place in the heading.
3. Select 2 appropriate pictures for the body.
4. Place in the body.
F. Save Your Document
1. Name it .
2. Save into Your Folder.
G . Changing Graphics

B
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Session 7: Prodect & IV (Cont'D)

1. Place a singledine border around the Heading Text.
2. Place a single black line border completely around each of the 2 body graphics.

H. Save Your Document.

l. Typing In The Text
1. Select Palatino 10 for the body text.

2. Select Geneva 36, bold, shadow & outline for the heading. Align center.
3. Select Geneva 24 for Headlines. Align center.

4. Select Geneva 12 for Subheads. Align center.

J. Balancing the Newsletter

1. Place the graphics where they will look balanced. Use the "half- -page” test — cover one
half and see whether or not it appears to be balanced with the text.
2. Share your newsletter with the person next to you to test for readability.

K. Save To disk.

L. Print
M. Quit The Program.
N. Shut Down.
« WHAT'S TME MOST EFpeCTive
TEACHER-PUPIL RATG 2
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Session 8: Paovect #VY
Creating A BussLe QuTtuine

In this Project, you will create a bubble outline to use in your classes by following these
steps:

¢ L aunching The Writing Center™.

¢ Opening a New Document

* Selecting a Report with no Heading Template.

¢ Setting Defaults

¢ Saving this document onto the hard disk & a floppy disk.

InsTRUCTIONS:

A. Launch The Writing Center™
B. Open a New Document.
C. Select the BReport with no Heading Template
D. Setting Defaults
* Preferences — Make sure the ruler is selected.
* Page Setup
1. Set Margins for .50 inches all the way around the page.
2. Set Page: Border for all_sides, single line border and shadowed.
3. Set for no columns
¢ Ruler
1. Set .5 inch Tab
2. Set for Double Space
3. Set for Centered Text
E. Adding Graphics
1. Select an appropriate picture from the picture folder.
2. Place in the document.
3. Resize to enlarge.
4. Place in the body.
F. Save Your Document
1. Name it .
2. Save into Your Folder.
G . Changing Graphics
1. Place a double-lined, shadow border around the graphic.
H. Save Your Document.
l. Typing In The Text
* Type words which go with the picture. Place them in various positions around the page
(Use Model).
¢ Use the font Palatino 12 bold.
J. Save To disk.
K. Print Ce'-ﬂ'
L. Quit The Program. C&‘H'
LM. Shut Down.
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burdens that are placed on the classroom teache he following chart shows a
comparison of the amount of time it took a HCad) CORERATE
and by computer for a class of 30 studenfdsitia :

l
McGraw-Hill, 1992.

Session 9: Proueet # V| W

THe One Computer CLAsSROOM

ApnvinistrATIVE Tasks & CrLaris WoRks ®

Lecturette — Research has shown that computers can ease the administrative

5 gEaties by hand
; .\1"3. g:

Sl
.:..

s

Task .
g "N fliehes M%
Enter class list. {/  \Temin—

Alphabetize class list.

radebook

Write grades.

Average grades (17is¢ 7
5 categories, exaff :

Provide detailed proyy
reports.

Prepare frequen
distribution.

our for this one class

sroom. New York: Mitchell

Permission granted to copy for educational uses only.
Copyright® Tom Snyder Productions, Inc.

Bwr-
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ApminisTraTive Tasks & Craris Works ® [Cont'D)

Class lists: Using a software program that has the ability to create a data base makes
record keeping easy. (Using Claris Works database demonstrate creating class lists).

¢ Open Claris Works
¢ Choose Data Base Button
¢ Define fields dialog box appears

Permission granted to copy for educational uses only. Copyright® Tom
Snyder Productions, tnc.

kﬂeﬁne Fields
Name ]’gpe
&
Name ||
Type
@® Texut ®1 OTlime ®4 @ -
e Modif(
ONumber %2 O Calculation %5 »
QOpate %3 OSummary %6 ( petete ) [ Done |

¢ Type a field name in the box — Click create
box after each field name

class

last name

first name

street

city

B
@
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i
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i
i
1
1
1
i
i
1
[

E

-

Apministrative Tasks & Craris Works ® (Cont'D)

State

zip

telephone number
parent / guardian

¢ Click a Field Type - Click Text
¢ Click done

class | |

fast name

first name
street l
city {
stale

zip
telephonie ¥
parent? | ]

* Press Command R to repeat fields

Change from file card to list

* Choose New Layout from layout menu Twe Shloc
¢ Click Columnar Report

e Clic< OK

* Move field list over to field order
e Click OK

¢ Fields appear as a list

B
@_ﬂ- Permiseion granted to copy for
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Aoministrative Tasks & Craris Works ® (Cont'D)

Electronic Grading Book: Using a software program that has a spreadsheet feature

allows you to:

¢ Design your own grading book
* Quickly find where students stand in middle of the marking period

e Average grades

Using Claris Works spreadsheet demonstrate the creation of electronic grading book

¢ Open Claris Works

e Celect spreadsheet button - following appears

¢ Select a cell
e Type in data

class -names -test marks
e Demonstrate addition, multiplication, division &

averaging

e litld | N e—————

A v
A

C |4 £ F 6 N

:3uaqlc~uau-—
t

EXCITING
@ The Two Sides of Teaching

POWERFUL

The Managomont

% 1 L] INTERACTAE

% - Parnicsion gruntad 1o copy lor educational uses only Capyigte© Tom Snyder Productians, inc.
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AominisTranive Tasks & Craris Works ® [Cont'D)

¢ Demonstrate the use of the spreadsheet in

creating a seating plan
ease of changing seats
cooperative learning seating arrangements

Getting Parents Involved
Using the word processing component of your software program you can:

¢ Create form letters to parents
change names as needed
revise information about student
anecdotal record of student work
invitations to class projects
* Once created minutes to change & print out
¢ Mail Merge

Putmiseion gratded Lo copy for educational uses only. Copyright© Tom Snyder Productions., lnc.

B-m-
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UEE The New York City

e U oo o e 1EACHEP Centers Consortium

48 East 21 Street New York, NY 10010 (212)475-3737 Myrna Cooper, Director

Review SHEeets For THE
MacInTOSH
< |

THe WhRiming CENTER ™

Br—r5-
B-—=-
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Session 1 Review

A. Answer These:

1.What is the desktop?
2.What is an icon?

3.What is a window?

4.How do you open a window?
5.How do youn close a window?

B. Create and Name a folder.

B-n-
Bm-
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Session @ Review

To REVIEW WHAT YOU LEARNED IN SESSION 2, COMPLETE THE
FOLLOWING

Parr A — Sernive THE Acarv CLock

e Set the alarm clock to 15 minutes past the present time (see pg. in Mac Pack for
Instructions)

¢ When alarm rings, remember to

Partr B — CaLcuLATOR
* Do the following examples on the calculator

27.41 3281 6888/29 4943
x_ 5 4310 3214
£2800

i

1

i

i

i

I

i

1

1

B | Parr € — ConrroL Pane
| - Ghange desktep soreen color
i

i

i

i

i

i

i

B
B
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Sassion 3 Review

™

1. You launch The Writing Center™ by
2.. The margins are set in the
3. You can put borders arcund
4. The three types of templates are
5. The dialog box which contains the command to show the ruler is the

B~
Br—-
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r Session 4 Review )

™

1. With The Writing Center™, you can create
and .

2. Before typing in text or selecting pictures, you must choose a

3. The two parts of a document where text and pictures may appear are the
and the

Bz
B-=-
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Session 9 Review

Using Graphics

1. If a picture is too large, the two operations you can perform to change it are
and .
2. If you wish to turn a picture, what two commands can you use? In which Menu
are they to be found ? .
3. If you wished to put “frame” a picture, you could select from the
menu.

B-n-
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Session & Review

1. Two important items to consider when désigning a piece of printed material are
and .

2. What size font is the smallest,easily readable size ?
3. A font should be used for headlines and a font

should be used for body text.

4. Three psychographic factors in designing a newsletter are
5

B

, and .
. When you begin to read a page, where does your eye rest first?

. One way to get the reader to turn a page is to

B
B-=-
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Session 7 Review

Make An Award Exercise

. Study the model.

. Open a new Document.

Select “Report With No Heading".

. From the Picture Menu select an

. Type a one paragraph story based on this picture. Leave out why, who,
when, where, what, and how as in the model.

. Save into your folder.

. Print.

NO ghmp-

Q-
B
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Session 8 Review

The Writing Procass

1. The three parts of the writing process are
and

2. Two similarities between reading and writing are and

3.Two ways wordprocessing programs help children to write are
and

4. How would the Time-Line pre-writing strategy help a youngster prepare to write a
composition ?

5. What strategies could you employ to have your students zero in on
revision problems in a piece of writing ?

By
B-r-
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48 East 21st. Stree New York, NY 10010 (212)475-3737 Myrna Cooper, Director

Handouts
&
Transparency Masters
For
The Macintosh &

The Writing Center™
In The One Computer

Classroom

B
B-n-
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The United Federation Of Teachers

Teacher Centers Consortium

~
New York City

o .

48 East 21st. Stree New York, NY 10010 (212) 475-3737

Session 6: Using Text
&
Graphics In A Layout

B
8
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The United Federation Of Teachers
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New York City
Teacher Centers Consortium

48 East 21st. Stree New York, NY 10010 (212)475-3737 Myrna Cooper, Director

Reading Patterns

Eye flow and eye dwell describe our natural reading patterns. Using tools such
as placement and emphasis, designers can choose either to work with or

against these patterns.

Optical Center

When scanning, the eye starts at the opti-
cal center of the page (slightly above and to
the left of the mechanical center).

e

Eye Flow

The eye then sweeps left to right, tracing a
lazy z pattern across and down the page.

-
PE—

B-n-
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48 East 21st. Stree New York, NY 10010 (212)475-3737 Myrna Cooper, Director

Reading Patterns (Cont'd)

Eye Dwell

Studies have shown that the eye dwells differ-
ent amounts of time in each quadrant of the

page.

e

RB—-
oy ) B-n-
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48 East 21st. Stree New York, NY 10010 (212) 475-3737 Myrna Cooper, Directar"

Text Design: Working With Type

Legibility/Readability
Legibility

Readability
Serif /Sans Serif-

Serif:
1. Century School Book
2. Bookman
3. Palatino

Sans Serif:
1. Eurostile
2. Geneva
3. Avant Garde
4. Helvetica

Justified/Ragged

B—=-
ce. -
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U New York City
The Unitod Fedaration OF Taschers Teacher Centers Consortium
48 East 21st. Stree New York, NY 10010 (212) 475-3737 Myrna Cooper, Director
6 Foundational Concepts of Layout Design
1. Balance
2. Eye RhythmVisual Syntax
3. Unity
4. Proportion
5. Clarity
6. Emphasis
-
B—=- ‘
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Tho Unitad Fedoration Of Taachore : Teacher Centers Consortium
48 East 21st. Stree New York, NY 10010 (212) 475-3737 Myrna Cooper, Director

3 Stages of Readership

Stage | — Relevant — 1 - 7 Seconds
1. Headiines/Titles
2. Photos/Captions

Stage Il — Ultimate Reievance - 90 Seconds
1. Short Copy
2. Non-photographic Art
3. Outline Format

4. Graphic Devices

Stage Ill — Action — No Time Limit
1. Long Body Copy

2. Proofs/Testimonials

B—=-
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